
PD Certify Workflow 
 
Note:  Both the employee and the supervisor must have an approved User 
Account prior to beginning the Certify Process. 
          
      

Hiring Manager 
Submits certification 
to Reviewer. 

Hiring Manager 
(Supervisor) begins 
Certify Process 

Reviewer approves 
(with or without 
edits) and returns to 
Hiring Manager 

Hiring Manager 
submits to Employee 

Reviewer disapproves and 
returns for editing 

Employee agrees 
and submits to 
Human Resources 

Employee disagrees with 
PD/Performance Plan and 
returns to Hiring Manager for 
meeting and discussion 

Human Resources 
approves. Complete. 

Hiring Manager 
and Employee 
meet and 
discuss the 
PD/Performance 
Plan 


